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1. I have reviewed your suggested changes to HB
and do not think the Handbook need be revised at this .

2. T 40 agree however thait enough 2-drawer uningiiated
safes should be procured to complete the Unitiged Furniture
Prograz., To this extent the uninsulsted 2-drswer safe could be
a standard Agency item. We do not foresee a practicsl use for
the regular 2-drawer safe and therefore do not think the Hand~
ook should be revised to include the Pedestal Type Sefe which
is & psrt of the Unitized Furniture Program. Last week the
Varehouse informed us they had 11k of the regulsr Z-drawver safes on
hand plus an additional | | This awount should be
sufficlent to meet normal 60 IOF Sometime. Shonld & further
nead for the regnlar 2-drawsr safe develop, I assume you will
send the Purchase Order here for reviev &s in the past.

3. AL & recent Records Officers meeting I suggested the
use of uninsulated, non-safe £iling cabinets for storage of supplies,
blank forms and miscellancous office equipment. As of a week &go
the Agency had over 500 of these cabinets on hand and has hed a
guibetantial nusber conslidered ss excess to our needs for several
years. To me it is economlcally undegireble to buy the Supply
Cabine! and not use these filing cedinets. GSA also supports this
view. Huch of the material placed in a file cobinet iz potential
files material. Incidentslly, meny offices do not have encugh
supplies to Justify the use of & supply cabinet. HMany tiszes & file
cabinet can be used as a combination storege unit for unclassified
correspandence, refercnce material and supplies.

k. I think the yroposed revision of paragreph Zb(5) would
delete a responsibllity operating components now have; that of
keeping thelr Records Officer inforred of record-keeping practices.
This paregraph now provides for the Records Officer to be furnished
infoymation meeded to do his Job cospently. The consengus of these
BRecords Officers is that the proposed revision would take ewey all
control over utilization of £iling equipment in their respective
BTV «
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call if I can be of further help.
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